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a. U.S. Office of Per-
sonnel Management
b. Department, Agency
or Establishment
¢. Second Level
Review )
 FislLoviRevow | LEGAL ASSISTANT (STENO/OA) Gs 0986 07 19028
6. Recommended by
Supenvisor or
Initiating Office
16. Organizational Title of Position (if different from official title) 17. Name of Employee (if vacant, specify)
18. Department, Agency, or Establishment ¢. Third Subdivision
DEPARTMENT OF THE ARMY OFFICE OF THE COMMANDER
a. First Subdivision d. Fourth Subdivision
ARMY MATERIEL COMMAND LEGAL SERVICES OFFICE
b. Second Subdivision o. Fifth Subdivision
SIMULATION, TRAINING, & INSTRUMENTATION CMD
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" Employee Review_ This is an accurate statement of the major duties

and
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a. Typed Name and Title of Immediate Supervisor
HARLAN GOTTLIEB, CHIEF, LEGAL COUNSEL

A

This
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knowledge that this information is to be used for statutory purposes
relating to appointment and payment of public funds, and that false or
misleading statements may constitute violation of such statutes or their

lementing reg- ulations.

Signature

21, Classification/Job Grading Certification.
classified/graded as required by Title 5, U.S. Code, in conformance with stan- dards

| certify that this position has been

Bliohan

published by the U.S. Offce of P M

Typed Name and Title of Official Taking Action
JAMES M. SKURKA, DEPUTY TO THE COMMANDER
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g Position

LEGAL CLERICAL AND ASSISTANCE SERIES, GS-986;
CLERICAL AND ASSISTANCE WORK GEG, 6/89;
OFFICE AUTOMATION GEG, 11/90.

Information for Employees. The standards, and information on their application,
are available in the personnel office. The classification of the position may be reviewed

ﬁ Date and corrected by the agency or the U.S. Office of Personnel Management. Infor- mation
[ }Z A 9., on classification/job grading appeals, and complaints on exemption from FLSA, is
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| NTRODUCTI ON

Position is located in the Legal Services Ofice of the
US Arny Sinulation, Training and Instrunmentati on Comrand
(STRICOM, a mmjor subordinate command of the U S. Arny

Mat eri el Conmmand (AMC). The m ssion of STRICOMis to
provi de centralized nanagenent and direction for al
research, devel opnent, acquisition and fielding of Arny
trai ning devices, sinulations, sinmulators, instrumentation,
targets threat sinulators and Advanced Distri buted

Simul ation (ADS). The mi ssion includes cradle to grave life
cycle acquisition, beginning with tech base prograns and

t hroughout each phase of the acquisition process. The
Commander centrally directs, coordinates and supports the
mat eri el devel opnent, acquisitions and sustai nnent
activities through the functional matrix organization and
four project managers.

MAJOR DUTI ES

| ncunbent provides support to the Chief Counsel and

Associ ate Attorney-Advisor in the performance of a w de
variety of |egal assistance duties requiring discretion and
i ndependent judgnent in the application of |aws and

regul ations but not requiring qualification as an attorney.

1. Legal Research - Perforns research predicated on facts
provi ded by Attorneys and clients. Researches federal
statutes, adm nistrative decisions (e.g., EECC, NSPB,
ASBCA) ; Regul ati ons; Decisions of Courts of Law, Deci sions
of the Conptroller General; |egal periodicals and any ot her
source of information pertinent to an understanding or the
resolution of an issue or problembeing treated. Collects
and organi zes pertinent factual and research material and
summari zes the results of research either orally or in
witing as requested by the Attorneys. Prelimnary
preparation of |egal docunents, |egal research, evaluation
of facts and answering questions that have been settled by
interpretations of applicable |egal provisions,
regul ati ons, precedents, and Conmand policy.

- Receives research and case devel opnent assi gnnents

i nvol ving adm ni strative | aw, adversary proceedi ngs; EEO
conpl aints, grievances, disciplinary actions;
procurenent/contract issues, and other simlar types of
case work regularly encountered by the office. Research may
require collection of evidence in addition to the evidence
initially provided to the office. Incunbent seeks



requi red additional information from other sources as
deened necessary. 25%
2. Legal Assistance - Conducts initial interviews of
clients (active or retired mlitary personnel and
dependents) to ascertain the nature of the | egal assistance
desired. Determines if the individual qualifies for |ega
assi stance pursuant to Arny Regul ation. Legal assistance
may pertain to wills, powers of attorneys, affidavits.
Prepares | egal instrunents for review by Attorneys.

Exam nes these and supporting docunentation to assure

conpl eteness of informati on and conformance to pertinent

| aws, rules, regulations, precedents, and office

requi renents which requires the application of particular

| aws; regul ations; and precedents and practice based
thereon, for review and inplenentation by Attorneys.

Anal yzes PCS clains to determine allowability under the
Joint Travel Regulations to ensure that initial

determ nati ons by NAWCTSD Human Resources O fice (HRO are
in accordance with | aw and said regul ati ons. Reviews and
eval uates the adequacy of all supporting docunents

subm tted. Recommends approval and/or nodification of
NAWCTSD initial determ nation for Attorneys review and

si gnature. 25%

3. FEthics Law - Does prelimnary review of SF 450s
(Confidential Financial D sclosure Forn) and SF 278s
(Public Financial D sclosure Form prior to review by
Attorneys. Ensures conpl eteness and accuracy of

information provided by filers. Reviews individual

enpl oyee stock hol di ngs and advi ses and alerts Attorneys to
potential conflicts of interest for Attorney resol ution.
Conmpl etely prepares filer instructions, coordinates and
ensures tinely filings by 400+ Financial Disclosure Form
filers. Prepares regulatory reports required by Hi gher
Headquarters and O fice of Governnent Ethics show ng Agency
conpliance wth filing requirenents.

3. Organi zes and schedul es Agency's annual ethics

training. Prepares initial drafts of slides on ethical
topics as directed by Attorneys. Coordi nates with NAWCTSD
O fice of Counsel for joint training sessions. Arranges

for necessary training facilities and video taping.

Prepares |ist of agency enployees who require training and
di ssem nates dates and tinmes of training to agency

enpl oyees. Prepares regulatory reports required by H gher
Headquarters and O fice of Governnent Ethics show ng Agency
conpliance with annual ethics training requirenents. 25%



4. Incunbent is responsible for the admnnistrative
clerical support (i.e., Budget, ADP, Supply, Training and
mai ntai ning the Legal Library) for the Legal Ofice and

I nternal Review and Audit Conpliance Ofice (IRAC).
Utilizes personal conputers, work stations linked to a
conput er, and associ ated equi pnent such as printers,
optical scanners, and nodens in conjunction wth software
packages (i.e., word processing, cal endar, project
managenent, dat abase nanagenent, graphics, spreadsheet) in
order to acconplish the general clerical work of the
organi zati on. Uses stenographic skills to effectively
record information with reference to | egal cases.

For exanpl e:

(1) Uses a word processing software package to
prepare a variety of narrative and tabular material (e.g.,
correspondence, reports, technical papers, manuals, wlls,
powers of attorney, etc.) involving the conmon term nol ogy
of the Legal and I RAC offices; accuracy in spelling,
granmar, syll abication, punctuation, and format are
required. Creates, deletes, and edits docunents, by
perform ng such functions as inserting and del eting data,
novi ng data anong and between docunents, formatting
docunents, storing and retrieving docunents; establishes a
gl ossary of prerecorded formats, standardi zed docunents and
paragraphs, mailing lists, etc.

(2) Enters data into predefined database/spreadsheets
for tracking of Procurement Fraud cases, Reinvention Lab
wai vers and ot her Legal and | RAC office databases. Using a
vari ety of commands and function keys, manipul ates and
retrieves data in desired fornat.

(3) Primary operator of the automated tine card,
ensures tine entered correctly. Represents the Legal and
| RAC of fices at neetings concerning automation of tinme
cards. Manages the office's training and devel opnent
programto support m ssion acconplishnment and to neet
trai ni ng needs.

(4) Ofice Miintenance - Screens incom ng
correspondence and requests for opinions, disposing,
wi thout reference to the Chief Counsel, those matters of a
routine or repetitive nature or matters not subject to
revi ew based on regul ations or office policy. Miintains
Legal and | RAC cal endar scheduling neetings for the staffs.

(5) Receives visitors, clients and tel ephone calls;
ascertains nature of call and refers inquiries of a



technical nature to appropriate person or answers questions
of a legal and audit nature when repetitive inquiries are
made; answers general inquiries within area of
responsibility or based on personal know edge of overal
Legal and Audit functions. Miintains control records on

i ncom ng correspondence/ action docunments and fol |l ows up
work in process to insure tinely reply or action. Reviews
docunents prepared for signature and/or requiring

coordi nation for conformance with established procedures
and prescribed formats. Maintains the staff's cal endar and
schedul es appoi ntnments and neetings upon own initiative
based on personal know edge of the staff's workload and

i ssue of inportance. Arranges for conferences and neetings,
i ncluding such matters as | ocation, agenda and attendance
list. Assenbl es and/or assists supervisor and office staff
in gathering/conmpiling a variety of presentation naterial
for use in neetings, conmand briefings, training sessions
or for publication. Ensures adequate presentation/

pronoti onal materials and/or equi pnent are avail abl e.
Prepares travel orders/vouchers and makes travel
arrangenents as necessary. Maintains a variety of controls
reflecting office activities, such as | eave usage,
personnel actions, etc. Attends staff neetings, as
requested, to take notes and foll ow up on conm tnents nade
by staff. 25%

Performs other duties as required.
Factor 1 - Know edge Required by the Position.

Basi ¢ knowl edge and skill in fact finding, problem

anal ysis, problemsolving, witing, researching |aw,
regul ati ons and policies, and a practical understandi ng of
the legal activities and m ssion of the Command.

Specific know edge of the office of Governnent Ethics
Financi al Disclosure Filing requirenents and procedures and
annual ethics training prograns.

Know edge of word processing, database nanagenent and
spreadsheet software in order to support |egal office
m ssi on.

Knowl edge of stenography in order to transcribe and explain
the facts and issues of a particular |legal matter.

Know edge of the principles, concepts, and nethods of |egal
research and reference sources such as LEXI S/NEXI S, Federal
statutes, Code of Federal Regul ations, Federal Acquisition



Regul ati ons, DoD Directives and Instructions, Arny

Regul ations, directives and guides, reports, appellate
records, comrercial |egal publications and automated | egal
research systens sufficient to | ocate appropriate data such
as applicable precedents, |egislative history, and
comentari es which bear on particular |egal issues.

Factor 2 - Supervisory Controls.

The supervi sor provides continuing and individual
assignments by indicating what is to be done, quality and
quantity expected, priorities and deadlines.

The Legal Assistant uses initiative in carrying out
recurring tasks, such as review ng cases to determ ne the
need for additional data and in providing routine advice.
Addi ti onal specific instructions and assi stance are
provided for new or difficult procedures. Problens and
devi ati ons not covered by instructions are reported to the
supervi sor.

The supervisor reviews the Legal Assistant performance for
techni cal accuracy and conpliance with instructions, and
provi des assistance for new or nore difficult assignnments
in process and upon conpl eti on.

Factor 3 - GQuideli nes.

Procedures for doing the work are well established, and
gui delines are avail able for reference, as needed.
Qui del i nes consist of particular areas of |aw and rel ated
rul es and regul ations; Arny Regul ati ons and nmanual s
provi di ng policy and procedures; and standard | egal

ref erences such as |aw dictionaries and comrentari es.

The Legal Assistant uses judgnent in |ocating and sel ecting
gui delines for application to individual assignnents (e. g.
determ ning which | aw or regul ati on applies, whether a

vi ol ation occurred, whether action should be taken). Wen

| ocat ed, guidelines are usually specific to the situation
at hand. However, in sone instances the Legal Assistant
appl i es judgnent.

Factor 4 - Conplexity
The work includes various duties involving different and

unrel ated processes and met hods such as issue anal ysis;
| egal research; interviewing clients, or potenti al



W t nesses; summari zi ng and expl ai ning case files,
interrogatories; and preparing exhibits.

The Legal Assistant nust analyze the information, identify
m ssing information that requires additional research or
investigation, identify the appropriate reference source,
and devel op pl ans necessary to conplete the assi gnnent.

The Legal Assistant nust identify the |egal or factual
i ssues in the case or claimand | ocate precedents.

Factor 5 - Scope and Effect.

The purpose of the work is to carry out specific procedures
conprising a conplete segnent of a project of broader
scope, such as initially interviewing clients, identifying
i ssues involved, and obtaining the information and
docunent ati on needed to prepare for further action by the
Attorneys or analyzing docunents for supportive evidence,
organi zing findings, and witing synopses for use by the
Attorneys.

The work product is used by the Attorneys and can affect
the accuracy of the overall analysis and devel opnent of the
action.

Factor 6 - Personal Contact.

The personal contacts are with enployees in other parts of
t he agency and with people outside the agency in a
noderately structured setting, as for exanple, wth | egal
counsel for appellants/clainmnts and clients.

Factor 7 - Purpose of Contacts.

The purpose of contacts is to neet with claimnts, clients,
and potential witnesses to prepare themfor, and provide

i nformati on about | egal procedures or to explain current
agency practices in regard to their actions; to assenble
data fromdifferent sources to prepare exhibits or to
respond to interrogatories, subpoenas, depositions, or

ot her activities.

Factor 8 - Physical Denands.

The work is sedentary. Typically, the enpl oyee nay sit
confortably to do the work. However, there nay be sone
physi cal activity such as wal ki ng, standi ng, bending,
carrying, of light itenms such as paper and books, and



driving an autonobile. No special physical demands are
required to performwork.

Factor 9 — Work Environnment

The work environment involves everyday risks or disconforts
whi ch require normal safety precautions typical of offices
and neeting roons, e.g., use of safe work practices with

of fi ce equi pnent, avoi dance of tripping and falling, and
observance of fire regulations. The work area is adequately
| i ghted, heated, and ventil ated.



